Approved For Releai*dl4«i^B>rf! fl CIA-RDP70-00211R0001 0021 001 3-2 
' yl - * 2? uec«*b«r 1P52 

* /'—v* ; -« fVW% *- 

mM PKt.* • laps tj- Mraetar (Mmi»lal»*«tic*n) 

SUBJWti > Additional Space for -»aoawie j«Ur 

* ■ ■ T- : 

1, mem®** -9speaelcti end 4d»t«»*ia»-of aw Record# A «mter 
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the present rate ef accretion a* indicated m temgwM 3&$) 
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The Cl* sfNMfts featafrh can teiadve anr present, or future 

\ Agency record* provided adeqtijnt# eedarlty protection estate* 


\J 
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3. fACtf! «W£1*n njf rp* maty <te, * 


25X1 A6A 


«• The niitlnj ffcfordej Sasser located *t 

H«i*, e«st#^|a j ejjprctAflietele f,knf eqaor# feet of nsafclo apace, 
la irrrlj- CUlad Jf mA - cacao a av>co tee--oalya gadl qnantltye^ 'ad* 
d itt o n e! reterdB^: of the 6,1# <> square feet, ? f l62 contain, 'ar «ra 
on—ttfep to^> reccrdci *,00*> jntjsiir* 'feet contain copies of flA 
Reports lee aappfpaeotel diatHtatlfn m 4 the remain in 2,*J? 
square flat consist a of effiflki space for' Records center, 
diatoritmtion, and raccrd* rtngddpwaoht activities. 
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ipte of the total, annani accrethono 
of reeerda that could ha retired 
to i«llc»<ea that 0,000 conic 
fiUa, eabineta could he retired 
|?e* Ippeniieda |{l) and A(2) 
it Appendix A, 


V- «, Appendix f le e. eo«pd*iie*m ef sorts of Meiateinin® re- 
ttnabla records ia office qptipe are : • Ueeorde senior, Tfil* m~ 
tiaate dmn an avert; e %wmrnl. aaviaj oar $360,lii6 through the 
operation of a Records Senior. 
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d f Tbo appro vine ho oeot 
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feci for. Idie t#t jeer# by teasing soald fee fid?, 
to construction ^ P?5<*«600, 




iecorda isnageaant in. the 


revamp* nt, 

i j 


\ f. An exiehing rmoral tyirvjUwse Adsdalotratiaa HogtlatJwi 
(I lag* 3-33~lO3U01) rwpirw < Tf|*h *«»r#ies is asistestas da 

Jane 30, lf6t, asst hare a reab'rd* central eehodule of ail qajee 
graWpe of records ky June 304 19?:-k* i ' Aljjtl m h f specifioaXly 
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exesptsdi from oo^Unea with \ snersi nervines /'d^dnlstmtion 
Reflations, ti«a Plmtor of Cietr-sl fntelLL;«nee indicated .in 
a letter dated 22 Baesmber 194, to t?w Idalaiatrstor of the 
General Services Atatalatmtlati that CXA sauld © «pl, with the 
spirit of General tmioea Adafcrlstration caiulatlcBs feat not 
directly subjecting itself to tfee same. 

g* appendix B dlHwribee the eatabllsfewnt and, operation of 

« Records center by the Chase l ational mat appro* tfetely 55 
milts frm hew But City* Infbrmtl e»ti*£te8 obtained from 
officials of the Chase national Bank indicate that they had 
spent in excess of $500*000 to establish this records Canter* 

h* appendix fit* collection of phetoijraphs of a building 
constructed by the Atonic Snetvy Commission in 'Bmford, IfcMPhijigton, 
for the records of that Agency* a d informational iwrterial on its 
operation* 

J*. ft&GBESX&i • -l'he nned for r Cl* leoorda center, I believe, 
is established by the above facts; and tbs resulting seancalsa as well 
as efficiencies, in view of the exprcienea of ether o ovcrruien tal agen* 
cies am! private industry, is unquestionable* 

In view of the comparison as crattainad in Appendix S, it can be 
concluded, since the Records center is a eoitimiag need, that it 
would be «rs economical to eonstrwt the^ to lease, fherafbre^ the. 
one reaatBiug fast to be determined la am of location* x >Tsrfl!?w‘ of 
'the Agency’ ft operation of the | l aaadl the fact 25X1 A6D 

that this facility is eetabllabed iu conn action with the emergency 
requirements of the Agency and the security provided at this location, 
it would seen logical that the aeceotls Center should be contracted 
at this site* 

Criteria for record* programs, wary with the functions of a govern- 
ment agarsqr as wall aw with the tyjio ef business of industrial concerns 
end, therefore, it is essential t baft. each or.#risption develop its 
own criteria* The criteria for CIA is even mere difficult than ia 
normally tha oast because of the security factors and. the difficultly in 
determining the actual useful end active Ufa of any reference mater lei. 

It is expected that unusual opposition will be encountered in connection 
with the operation of a records pro, pvt® la this a jency, but over a 
period: of years criteria can mud will be developed, and considerable 
iuprovemsnt la records mnagsmant still increasingly result in each 
jw of eperstlai. *iditvsr, since dll of these things have yet to be 
done and still they cannot la doas until an adaqoate l^cords Center is 
•stabLished, it ia necessary to ostfllish t ie Records ..water on a 
conservative basis* It Is expected that %am Agmoy will eventually 
have to establish and «p«rsts a Reecsrds Cantor of tram 60,000 to 
75,000 square feet of asaee, although such r Racorda canter eosild not 
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be justified for year* bo **t. Far thw reason# it is • 

conservative approach would fee the eo nirtentetloa of * Records Ooafe ev 
of 25,000 square foot ef spate at the * ' *“ 

. - * . ** AAA Fife* *% * 


estimated cost of 1250,000 (*10 per »qmm fort). 


25X1 


5, eastSE.nSTaf,— The Agency shoald fe» att-t to indicate be hath Congress 
and the General ferries# 4#4 nistr at Ion that a satis factory ^records prcwaraa 
is carried c m fey tbo ft fancy, and that tH* ArChCT has established end is 
fepenttftaf its own eeenre Record# Center, Ptott pr . fm a tbs iitanfaolPt cf 
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eperatinf its own eeecr* wacora# ww, 
security, emsrfancy plaiminf,*eoRemy, thtt the 


25X1, 
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ths logical location fear the construct!** of the Off neoerds Can **% 

6, IkOTirsK IBPj§!WRhr?lB ,~-7heBJrmtf -i& r a cfeer. -(Attel nlistrfttl aw , ) , - _ 
to the Director «f "Central %tellif«Ree the «Pp*wl of approgrleately j259,0^ ; 
(subject fee detailed planning and confit satis** e f ore— nt set! «» too /for t«o — 

purpose of constructing a 01 A Records Skater at | — ___ I \ 

consisting of 25,000 eo^re f«n% of spats. ^ ~ \ 
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Using 195l>» a base year forth* purchase of filing 
equipment, the annual purchases wouldawuBt to 3,35h cabinets, 
the types of file cabinets are varied, the four drawer safe cabinet 
hsa been used as the basic unit* This wee done ta siaplifythla 
presentation and beoause the four drawer saf » is the lsrgSsV 
single item purchased, stated ii> terms ef tte capacity of this 
type of cabinet, purchases would amount to 2,50? cabinets per veer, 
f he total cabinet and records accumulation for a ten year seriiad 
•is shown in the table below. •' ■ .• 


WAR ■' 

1st 

2nd 

3rd 

Uth 

5th 

Ckh. 

7th 

6th 

9th 

10th 


TOTAL CABINETS 

2,50V 
5,01b 
7,$2i 
10,028 
12,535 ~ 
I5,0b2 j 
17,5US^ 
20,056 
22,563 
25,070 


TOTAL RJSCORBS ^,, FT*) 

- waM;i . 

h0,10§ 1 *.; : 

60,368 , 

■ ■. 

100, mf 


200,5M> 


On the basis of a four drawer safe cabinet at £235.00, the tot/1 
cost of cabinets purchased for the 10 year records accretions 

would be .95,851,450, *■ ** £- "j.v ,y 


In estimating the volume of rccorda tp be retired to e Records 
Center, it .1® caaimed that It® per cent ef the records secretions 
can fee retired. Thie volume wculd lawiht tio 6,000 cubic feet 
anmally And equal the capacity <3,000^0# cabinets. fbe above 
facts are intentionally conoervatirs bacauoe of the" sensitive nature 
ef the records oi this Agency and tbs fact that an educational 
program in the field of records is necessary ‘in CU in order tc 
encourage the deposition ef ***#!» J|a*j»TO ■ thet the operation 
of m Records Center is scours, efficient «rd economical. For these 
reaBhns there is no standard availsfeXi to us which wa can use for 
ti» purpose of determining, the exact percentage of records which 
wiH actually be, disposed of; Rovever, it is expected that the 
volume of records that can be retired each year in terns of overall 
percentage will increase* 
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5 -dr steal legal 

do* do* 

5 -dr do* lot ter 

5 -dr do* letter 

4 -dr Insulated legal 

4 -dr receding door legal 
4 -dr steel legs! 

4 -dr insulated letter; 
4 -dr receding door 
4 -dr steil letter 
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keylock 
diop front 
drop front 
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1950 1951 1952* ^ 

0 0 224 (purchases started Say *52) 

Special 
do ^ 

0 0 111 (purchases started May *52} 


2 -dr insulated 
2 -dr do 

Safe also 
Safe field 


legal 

letter 


*/c / 

1156 

1672 

1995 

( 

25 

28 

51 


215 

228 

251 

yd 

\*r 

56 

57 

108 

1 

269 

97 

12 

116 

w/c 

69 

90 

92 

s/« 

1 

5 

20 

w/o 

w/o 

17 

22 

23— 

14 

:,JL 

1610 

2446 

3C03 


48 

4 

31 


5 

67 

37 



1 dr 

2 dr 

4 dr 

5 dr 

6 dr 
9 dr 

10 dr 

15 dr 
18 dr 
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1950 

1951 

1952* 

8x5 

steal 4 slides 

0 

0 

2 


6 slides 

0 

1 

0 


16 slides 

8 

13 

51 


17 slides 

92 

136 

308 


18 slides 

0 

0 

0 

6x4 

motel 14 slides 

6 

0 

0 

5x3 

13 slides 

0 

0 

1 


14 slides 

0 

0 

0 


23 slides 

1 

0 

0 

7x3 

8 dr 

-J£ 

-g 

84 



466 

693 

1025 

Map faction Metal Base 

32 

49 

47 

Hap Section Metal 5 drawer 

79 

112 

220 

Hap faction Motal fop 

2L_ 



22- 


143 

215 

200 

Gf&flB TOTAL 

2,219 

3,354 

4,238 


figure for the last three months of the 


year 
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steel 

5-dr 

steel 

5-dr 

steel 

5-dr 

steel 

5-dr 

wood 
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STOCK 


WASH* 



legal keylock 
legal drop front 
letter 

letter drop front 
letter bar or key 

jj-dr insulated legal w/c 
4-dr receding door legal w/c 
; steel legal 

4-dr Insulated letter w/c 
W door letter w/c 

«-dr steel letter key 

*Hdr metal no size w/c 

4-dr metal * « 

|*-dr wood legal {bar or key) 

4-dr wood letter “ 

metal 
metal 
metal 
wood 
wood 

2-dr insulated 
2-dr insulated 
2-dr wood 


Safe 

Safe 

Safe 

Safe 
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STOCK 

HACK, 

. FIRLD 

OTHER 


Cabinet 

metal 

mi sc. 

w/c & key 0 



3 

252.00 

Cabinet 

metal 

#isc. 

bar 



2 

168.00 

Cabinet 


misc* 

legal 

11 

itiO.OO 



Cabinet 

misc. 

letter 


127 

5080.00 



Cabinet 

?etal(comb letter & & x U card key) 

1 

19.97 



Cabinet 

metal(comb letter & 5 x 3 card key) 

1 

19.97 




Cabinet capacity 13 r sc*ft, filing area 10 2 :> 830*00 





1^,72* 0 

CARD FIL^S 







Ledger 

3 dr 


1 , 320.00 




Rotary, etc. 



1? b,980.90 




Flexoline etc* 



57 i,'6,9is2.92 


16 

1,280.00 

Ledger 

5 dr 






9 X 1 

6 dr 


2 160.90 




8x5 

1 dr 

9 55.17 

65 

li eit.52 




2 dr 

3 25.98 

25 216.50 

lb 121.21, 

3 

25.08 


3 dr 

1 16.32, 

9 li.S.25 

0 

2 

32.28 


I* dr 


23 b31.b8 

t 75.0tl 

12 

22542 


$ dr 

2 50.00 

1 25.00 

0 

h 

100*00 


7 dr 

10 1,212.70 

101 12,5.81.27 

28 3,379.56 

33 

1,100.91 


8 dr 




1 

b5.oo 


li; dr 




1 

b5.00 


16 dr 




8 

520.00 

8 x k 

10 dr 


8 *93.52 




6 x h 

1 dr 




3 

16.1a 


2 dr 


2 18.51 


1 

9.27 


2i dr 


31 It62u38 


b 

59.92 


5 dr 




3 

51.00 


6 dr 


3 60.00 





8 dr 


18 1,020.78 


1 

56.71 

wood-— 



8 6 28.no 
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1 dr 

2 dr 

4 dr 

5 dr (for 8x5 or 

5*3 

6 dr 
E dr 
9 dr 

10 dr 

12 dr 

15 dr 

16 dr 
IP dr 
20 dr 
24 dr 


4 slidds 
6 slides 

17 slides 
IE slides 
19 slides 

14 slides 

13 slides 

14 slides 
23 slides 

wood 

8 dr 
10 dr 


STOCK 

0 

35 

71 

0 

2 

3 

22 


6 

2 

21 


Security Informattoo, 
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35 

121.35 198 
762.42 94 

442 

12 

40.00 1 
515.61 55 
>,302.74 327 
1 
29 

5 

25 


208.60 

1,601.82 

1,035.88 

123,777.68 

144-24 

20.00 

9 , 452.85 

34,227.09 

70.00 

1.855.00 

300.00 

1.500.00 


35.00 


5U. ■ J- 
*14*50 

342.50' 69 11,816.25 

7,532.28354 326,972.72 

w i. * * 

2 


643.00 

550.00 


18 1,710.18 


239.78 3 

1 

6 

125.50 10 
68 


me 




34 

83.44 

22 

131.12 

38 

307.42 



18 

198.3ir 



5 

1,400.20 

35 

23,803.40 

2 

24.04 

3 

36.06 



4 

80.00 

1 

171.87 

3 

515.61 



5 

523.35 



1 

70.00 



1 

70.00 



1 

60.00 



2 

120.00 



2 

120.00 

1 

85.75 



2 

342.50 



2 

717.36 




359.67 

87.35 

742.50 

622.50 
3,400.00 


87 26,516.74 252 78*865.04 

» , / *1 A ft Itfl i/ 




349.40 




25 

0 


1&50.00 

133,347.74 
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Map faction wood 5 dr 



168 

6,372224' 

1 37.93 

20 

758.60 

(baste) 



77 

577.50 




(top) 



90 

3*325-90 




Flap action Metal Baa© 

6 

64*44 

489 

5,351.86 

12 328.88 



Map Section Metal 5 drawer 



1557 

138,190.22 

2? 2,396.2* 



lap Sect ion Metal f op 



525 

7,045.50 

16 2M^2_ 



6 

64*44 

2906 §158,56302 

56# 2,777.78 

20 

f 758*60 


GBASD TOTAL - I 720 SH3I,936^0 13, 63631,989,013.68 522 166,320,97 1,531 $241,835.76 




;r 3 


5 3 6 




i 3/j f Xo 

nx%o(s.(*r 
' dc ,3*»-n 

zj //£j£j£± ££ 


bt.l I 


xSE® . 

Security informal- 


on 


Approved For Release 2002/08/23 : CIA-RDP70-00211R0001 0021 001 3-2 




